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11.

12.

13.

14.

15.

ConNTACT WITH COURT PERSONNEL

A. Case-related telephone inquires are to be made to the Case Manager only. Inquiries
should not be madeto the Court’s secretary or law clerks.

B. Courtesy copies of documents filed less than three (3) days prior to acourt setting must
be ddlivered to Chambers after originds are filed with the Clerk of the Court. Copies of
urgent documents may aso be sent to Chambers.

EMERGENCIES

A. Counsdl should contact the Case Manager on matters requiring immediate attention at
(713) 250-5515.

B. Motions for extenson of deadlines in the Scheduling Order are not emergencies.
C. Courtesy copies of emergency motions should be sent directly to Chambers.

COURT_SETTINGS

A Docket Control Order will beissued a the time of Arraignment.

CONTINUANCES

A. Joint motions for continuancesare not binding, and they will be granted only at the Court’s
discretion.

B. Trid will not be continued because an expert or medicd witnessis unavailable. Counsel
should anticipate such possihilities and be prepared to present testimony by written
deposition, videotgped deposition, or by stipulation.

M oTION PRACTICE

A. Motions must contain a certificate that opposing counsd was consulted but no - ayesmat
could be reached.

B. The Court will consder on al pending motions a the motion hearing.

C. If an evidentiary hearing is necessary, counsdl should notify the case manager in advance.
Exhibit and witness lists (2 copies each) will be provided to the Court at the hearing.



16.

17.

REQUIRED PRETRIAL M ATERIALS

A.

Counsal mug providetwo (2) copies of ther exhibit list and two (2) copies of thear witness
lig for ALL tridsand hearings. (see attached forms)

Jury Trids

1) Counsdd mugt file, IN DUPLICATE, proposed voir dire questions and proposed
juryingructions. Each proposed voir dire question must bein question form. The
Court will conduct the vair dire examination.

2) Jury ingtructions must be short, Smple, and concise. Each will be numbered and
presented on a separate sheet of paper with the citation of authority upon which
counsd rely.

ExHIBITS

A.

The offering party will mark his own exhibits with the party’s name, case number, and
exhibit number on each exhibit to be offered.

The Court will admit al exhibits without objection into evidence as the first order of
busness. Senstive exhibits (weapons, drugs and money) will remainin the custody of the
government agent throughout the proceedings.

Counsdl will not pass exhibits to the jury during tria without obtaining permission in
advance from the Court. All admitted exhibits will go to the jury during its deliberations.

Counsdl for each party isrequired to provide the Court withacopy of that party’ s exhibits
in a properly tabbed and indexed notebook.

Disposition of Exhibits Following Trid:

1) Exhibits that are not eeslly stored in a file folder (like posters, parts, or models)
must be withdrawn after the completion of the trid and reduced reproductions or
photographs substituted.

2) If there is no appedl, exhibits will be removed by the offering party within thirty
(30) days after dispogition of the case.



18.

19.

3) Whenthereisanapped, exhibitsreturned by the court of appeals will be removed
by the offering party within ten (10) days after written notice from the clerk.

4) Exhibits not removed will be disposed of by the clerk, and the expense incurred
will be taxed againg the offering party.

EQUIPMENT

A.

Counsel arerespongblefor providing any equipment necessary tofadilitateopening/closing
arguments, (i.e. Power Point, etc.). Inform the Case Manager prior to tria so
arrangements can be made to accommodate building security.

Easd's with writing pads, drawing boards, and a visudizer are available for use in the
courtroom. A VCR isavailable for videotapes.

Any requests for real-time provided by the Court Reporter should be handled before
beginning of tridl. Court Reporter reserves the right to provide red-time or not.

COURTROOM PROCEDURES

A.

Hours: The Court’shoursduring trid vary depending upon the type of case and the needs
of the parties, counsdl, witnesses, and the Court. Court will normally convenea 9:00am.
and adjourn at 5:00 p.m., recessing for lunch between 12:00 noon and 1:30 p.m.

Accessat Other Times: Counsdl needing access to the courtroomto set up equipment or
exhibits before or after normal hours of court must arrange in advance with the Case
Manager to have the courtroom open.

Telephoness  Teephone messagesfor counsel will not betaken by the judge sg&ff, and
counsd shdl refrain fromrequesting use of telephonesinchambers. Public telephones are
available.

Hling Documents: Two copiesof documentsfiled immediatdy prior to and during the
trial should be submitted to the Case Manager.

Decorum:

1) Counsdl and parties will comply with Loca Rule 19 and any addendums
regarding courtroom behavior. These procedures are strictly enforced.
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2)

Counsel will ensure that dl parties and witnesses refrain from chewing gum,
drinking, eating, sSmoking, or reading newspapers, books, etc. in the courtroom.
Cdlular telephones or beepers are dlowed in the courtroom but must be
maintained in an “off” or “slent” mode.

Witnhesses:

1)

2)

3)

4)

Sedting:

1

2)

3)

4)

Counsdl are responsble for summoning witnesses into the courtroom and
indructing them on courtroom decorum. Witnesses may be questioned while the
attorney is seated at the counsd table or standing at the podium, as needed.

Counsel must obtain permission from the Court to gpproach awitness.

Counsdl dhdl make every effort to dicit from the witnesses only information
relevant to the issues in the case and avoid cumulative testimony.

Counsdal should bear in mind the Court’s hours and arange for witnesses
accordingly. The Court will not recessto permit counsd to cal amissing witness
unless he or she has been subpoenaed and has failed to appesr.

The Court does not designate seating at counsel tables, seating is determined on
afirs comefirg served bass on the first day of tridl.

Once counsel have determined their seating arrangement, the reporter will note
their positiononachart for the Court and the reporter and therewill be no change
once trid have begun, except at the Court’ s direction.

Enter and leave the courtroom only by the front doors; do not use the Court’s
entrances.

Stand to make objections, and remain standing until the judge has ruled.

Déliberations: While thejury is ddiberating, counse are to remain near the courtroomto
be available for jury notes or a verdict.
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